: ' R 25X1A2
Sanitized - Approved For-Release : CIA-RDP67-00896R05& 60%0006-2 J

>
-

o

I
4‘. : : . ‘
I

SUPTRCT:  logging of Classified Intelligence Information Reports

1. R:g ..ations
1. RExecutive Order No. 10501 requires that “proper control of

disseaination of classifted dafense information snall be maimbatoed
at all times, including good acQountability records = = = with
particularly severe control oo material olassified TOP SECRXY. *

2.  CIA Reguation 10-§ provides for meintaining the sccountabliity
records for classified aocuments by imposing & system of logs, receipts,
dsstruction and disposal osrtifioates and distridbution records.
Applicable provisions are as follows:

a. BSection H, the Destruction of Classified Docunsnts. They will

be recordsd in the appropriate log and in additian dsstruction
certifiostes vill be executed for TOP SECRET (. cuments and
disposal certificates for REGISTERED DOCUMENTS.

L. BSection K, Puplicating Classified Documents. Faragrapt 3 etates

thet OCD vill msintain records.of ths dlstributiicn made through
regular channels.

c. Bection N, Trensmission of Classified Documents Ouuido GIA.
Document receipts, or & signature in & log in lieu thareof,

mmmmmmmmu.

f. Section N, Trensmission of Qiassified Documents Witnin CIA-
Receipts required caly for TOP SECRET.

1
IR

o &

i (fl-' s

Sanitized - Approved For Release : CIA-RDP67-00896R000100150006-2



i

rE

| sanitized

- Approved ForRelease ;

DP67-00896R000100150006-2

material will be logged in At the initial point of receipt in
an Office, and will be logged cut at the final point of diapatsch

\m-n bo\md fcr diltrihntion miﬂ. the Office ar m level;

ar M_;&mtchod tos rw.d &ffice betwean m-nnm— of so

omoo llum in mt mxaanp A w

II. Procedures for Iogxing Informstion Meports Lwl%mzm
O0ffice of Cealral Refearence

l A m’t E «r-:E!’ z‘,; B

a.

b.

Ce

reports orm classification axre received in OCR with a
mmmmmmumw
inclunded. These tranmmittnl receiptis are filed in chronoe
logiloal order.

Non-CIA information reports classified CONFIDENTIAL and below are
not accompanied by such a trensmittal ahest and no log reccxd is
made until the documants are grouped into batciwa for processing.
A oard is prepared for gach information report received. The
card reflects the batoch mmber and documant uumber in additiom
0 other desoriptive information. m-mnm%wmcu
Lidxery in the "source $ard flle” is & permanent record of the
documents received.
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824 routing 1s tattonted ca & "D card for "batohed® recrts aed e
the processing eopy of non-batched reports (Nodex). e "N carde
mnmuth.homtummmummwum

e

- - |
' o m m.- -.na th- *Nodex” wpy rn- mtim‘bo the dltrihxtion
Tecord or outgoing log. ' ’

Office of Besesrch sad Meports
L Beostpt i
-mmmummumcxm,uumamu
Pre-omdared sheet - mumwz,aoommmum
fur sach source. Manldhylmmmuh.
nnmmmmtﬂmummormwum
mwnmummmmmiuwamm
mmber. Mnm&hmﬁdmmtchm«umum
is made to 20 indicate.
Ofrics of Batentifie Patelligence
1. Receipt |
., mmmmmm::‘mmmrwmm-n
mmr-mmmmmzumam(muhse)m
MmﬂMMWWIMmﬁmh
mmmmammmmum.
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2. pewtmue
Ooples of information repcrts sent outside OSI are lisved by
Tepors mmber on 3x5 cards (form §C40). Oards are f1led in ehrono-

logloal order for the cutgxing log.

No inscming rescrd is maintained on informaticn reyerts routed
by OCR directly %0 the Bivisions or Branches. .
e, plstribgtton
Am@ummr&mmummm
are not already routed by OCH.
Office of Mtloma] Jeyimtes
1. Pmosipt
Information reports ase recorded on 3x5 cards ahowiag Goement
mmber, scurce and funtermal &istridution. Cards are filed Ly Sowres.
¥hen oopdes are destzuyed entries are made on the oards $0 30 indieats.
2. Distribution
Record of cutside distridbution is recordad on the same 3x5 oard
which is then smaretaly filed to oconstitute the outgoing log.

"umcumdmumummm
from OCR. This incluwiss all infosmation reports exogpt those whish
originate in the EYP ares.
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No record 18 made of the distridution of coples of the adove
information reports. The dfatridution within DO/P ares of CS reports
1s recorded on the ID/P &istridution ladder which appesrs on all
such oopies.

T Comments: 1. This summary reflects inoonsistency in the Agenay in that scme
offices maintain records of receipt and dispositios and some
do not.

2. The 0501 and Agency regilations clesrly require tde
maintemance of records of ascoutability for classified
mterial.

3. It 1is resemmended that a aystem of acountadility be insorgpemted
in the woocedmres oonoerning & repid comminicasicns aystem
for infomstion reports based on the minimum standxrds
spproved by the Office of Becurity.
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